DWD Issuance 04-2009 Attachment 1, Section 1
CAP Immediate Engagement Process Guidelines

Family Support Division’s Role

The Family Support Division (FSD) receives applications from individuals who apply for Temporary
Assistance (T'A). FSD conducts an application interview. TA applicants who are subject to
Immediate Engagement (IE) are given the following Career Assistance Program (CAP) information
at the application interview:

¢ An “Outstanding Verification” form (FA-325) which states the required verification of
eligibility requirements including complying with Immediate Engagement within 10 calendar
days of the TA application date.

e A “CAP Location Listing” which indicates the CAP service providers in the region and each
provider’s: location name, address, telephone number, and days and times a CAP case
manager is available.

e A “CAP Location Listing” of all CAP service provider locations in the state, for applicants
that choose to be served outside the region.

(Note: The CAP service provider must notify Central Office CAP staff via email of any
changes in the CAP service provider’s location, address, telephone number, etc. for updating
of the regional and state “CAP Location Listing”.)

e An IE pamphlet that states the TA applicant’s:

o IE requirements;

o CAP compliance requirements, program benefits, and required applicant
appointment duration up to 1 hour; and

o Requitement to contact the CAP case manager or FSD eligibility specialist if he/she
is unable to travel to a CAP location or complete the telephone process for IE
within the required timeframe.

FSD electronically refers all TA applicants who are mandatory and subject to work requirements,
including both parents in a 2-parent household (unless one or both meets an exemption or
exclusion). FSD does not refer TA applicants that meet an exemption, exclusion, are volunteers, or
who have a pending assessment, or meets an extension and is not employment and training ready.

e Exemptions include:

o Age 60 or over;
o Single parent households with a child under 12 months;
o Claiming or receiving permanent or total disability and have applied for, or are

receiving, Old Age Survivor’s and Disability Insurance (OASDI) benefits,
Supplemental Security Income (SSI) benefits, Supplemental Security Disability
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Income (SSDI) benefits, or are disabled as determined by the state Medical Review
Team; or

o Needed in the home to care for a disabled individual.

o FExclusions include:

o 2-parent households and teen parents with a child under 12 weeks;
o Pregnant in the third trimester;
o Temporarily disabled; or

o Victims of domestic violence.
e Volunteers include anyone who meets an exemption but chooses to participate with CAP.

e Individuals receiving extended TA benefits (over 60 months) due to a hardship and are not
employment and training ready.

If the TA applicant does not comply within 10 calendar days, FSD sends a second “Outstanding
Verification” form giving an additional 10 calendar days for IE compliance. This is the last
correspondence sent to the applicant. If the applicant complies prior to the 30" day, FSD will
process the application if all other eligibility factors are verified and met. For 2-parent households,
the application is processed as soon as one parent complies. (“Processing applications” does not
mean the TA application will be approved since the applicant is required to meet other criteria.)
FAMIS automatically rejects the TA application on the 31% day if the IE compliance alert is not
received (except in cases of good cause).

Career Assistance Program’s Role

The Career Assistance Program (CAP) serves all TA applicants who are referred, and come in to
comply or call to comply with Immediate Engagement (IE) at the CAP service provider of their
choice. This includes serving referred applicants who meet an exemption, exclusion, or are
volunteers. If a TA applicant meets an exemption, exclusion, or is a volunteer and:

e The applicant did not tell FSD of the situation, he/she was not referred in error.

e The TA applicant told FSD of the situation, all attempts to work this out locally should be
pursued.

o If the CAP service provider has questions on CAP policies, the CAP service provider
should follow protocol in contacting Central Office CAP staff.

o Iflocal FSD has questions on their policies, they should follow the FSD protocol
process in resolving the questions.

o If there are applicant referral issues that can’t be resolved locally after contacting the
local FSD Eligibility Specialist, and FSD supervisor if not resolved with the
Eligibility Specialist, follow communication protocols to contact Central Office CAP
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staff via email. The email must contain specific situation including the name(s),
DCN(s), and process used to attempt to resolve the situation locally.

The “actual” IE appointment should be completed within 30 minutes even though the FSD
brochure states 1 hour. This extra time is stated in the brochure to ensure the TA applicant
allows adequate time. If the applicant is unable to stay to complete the IE process, schedule a
second appointment as soon as possible. All contacts and attempted contacts with TA
applicants must be properly documented in case notes.

IE Required Steps:

1. Applicant completes “Complaint and Grievance” form.

2. Applicant completes the “T'A Applicant Assessment” form which:

e Requires work, school, transportation, childcare, and ability to participate in work
activities to be completed.

e States the required hours if he/she becomes a recipient.

e Requires recipient’s signature.

3. Case manager accesses the Toolbox 2.0 record via Departmental Client Number (DCN) or
social security number.

4. Case manager completes or verifies the MissouriCareerSource.com registration based on the
recipient’s answers.

5. Case manager enters the “T'A Applicant Assessment” information in the Toolbox 2.0
‘Assessment’ tab per the “TA Applicant Assessment Instructions”.

6. Case manager enrolls the TA applicant as an “Actual TA Applicant” in Toolbox 2.0.

7. Case manager completes the four ‘CAP Appropriateness’ tabs for short and long-term
occupation and educational goals based on the applicant’s answers.

8. Case manager verifies the “Complied with IE” alert “wrote” to the ‘Seeker Histories’ tab in
Toolbox 2.0 after the tab is completed.

9. Case manager determines if applicant is participating in an allowable work activity or will
participate in the work activity during the applicant phase. If the applicant is or will
participate in an activity, enter the applicable Toolbox 2.0 service below:

o Objective: Basic Education

o Service: CAP AEL (core setvice for individuals up to the month he/she turns
19 and non-core service for all others)

o Service: CAP High School (core service for individuals up to the month
he/she turns 19 and non-core service for all others)

o Service: CAP High School Equivalency (core service for individuals up to the
month he/she turns 19 and non-core service for all others)
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e Oljective: Employment

o Service: CAP Compensation in Lieu of Wages

o Service: CAP Self-Employment

o Service: CAP Subsidized Employment-Private (cannot be paid with TANF
funds until recipient status)

o Service: CAP Subsidized Employment-Public (cannot be paid with TANF
funds until recipient status)

o Service: CAP Unsubsidized Employment

e Objective: Employment-Related Education
o Service: CAP Occupational/Vocational Education Training
o Service: CAP On-the-Job Training (cannot be paid with TANF funds until
recipient status)
o Service: CAP Work Study

e Odbjective: Job Search Assistance
o Service: CAP Job Readiness
o Service: CAP Job Search Assistance

o Olyjective: Treatment
o Service: CAP Job Readiness-MH
o Service: CAP Job Readiness-PT
o Service: CAP Job Readiness-SA

10. Case manager completes the Individual Employment Plan (IEP) in Toolbox 2.0 based on
information from the applicant including:
e Start date
e O’Net code
e Printing, signing, and dating
e Providing a copy to the TA applicant and placing the signed original in the
applicant’s paper file

11. Case manager completes the recipient appointment on the “TA Applicant Assessment”,
provides a copy to the TA applicants, and places the original in the applicant’s paper file

In the interest of placing our resources where they are needed most, no additional steps should
be completed during the IE process. Use the additional time gained by shortening the IE
process to work with those applicants who are approved and do return as participating
recipients.

Telephone Immediate Engagement Process

In rare cases, and when there is no other option available, the TA applicant is allowed to
complete the Immediate Engagement Process by telephone with the CAP case manager.
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If the TA applicant is at the FSD office, the FSD eligibility specialist will assist him/her in
making the call or provide the applicant with the CAP service provider’s telephone number.
This telephone number must be answered Monday-Friday, 8:00 a.m. — 5:00 p.m., with the
exception of state holidays, since the TA applicant may have limited access to a telephone
and/or transportation.

The “Required IE Process” from above must be completed. The CAP case manager should
sign the IEP at the time of the telephone enrollment. The original “T'A Applicant Assessment”,
“Complaint and Grievance”, and “IEP” forms are mailed to the TA applicant. The TA
applicant should be instructed to sign and date the forms and return to the CAP Case manager
using the self-addressed stamped envelope provided. Place a copy of the forms in the TA
applicant’s file with a note stating “Mailed on __(date)____ to TA applicant for signature”. As a
reminder, it is not appropriate to wait for the IEP to be returned to complete the “CAP
Appropriateness” tabs since this may impact benefits. The CAP manager is required to set a
deadline for return and follow up with individual if not received.

Transportation Related Expense (TRE)

A one-time $25 TRE can be paid if the applicant is approved for benefits (becomes a TA
recipient); returns the required documentation showing actual hours of participation; and
achieves the required core and non-core hours he/she is normally required to complete as a
recipient. The applicant must also incur a cost and have a need as outlined in the “TRE” policy.
In most cases, the participation hours for the recipient should be able to be determined at the
applicant phase. However, if the correct participation hours could not be determined due to
uncertainty of the household, federally funded childcare, etc; the TRE should be paid if the
applicant met the calculated hours. It must be explained to all TA applicants that if he/she is
not approved for benefits, TRE will not be paid.

The case manager records the actual hours within the applicable Toolbox 2.0 service that was
recorded during the applicant phase.

Good Cause

In certain situations, the TA applicant may be granted “good cause” for non-compliance with
Immediate Engagement. To qualify as a “good cause” reason, the circumstance must
completely prevent the TA applicant from complying. Therefore, a TA applicant may claim
“good cause” initially, but with assistance from the CAP case manager or the FSD eligibility
specialist, the TA applicant may be able to comply with Immediate Engagement within the
allowed 30 day time frame. The CAP case manager must work with the T'A applicant to pursue
every option available for compliance, prior to granting “good cause”.

Good cause reasons:

1. Court required appearance or incarceration that prevents the TA applicant from
complying with CAP for the entire 30 days. Proper documentation must be obtained
from the applicant or from other sources (i.e. Case Net at
http://www.mocourts.mo.gov/casenet/base/welcome.do).
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2. Emergency family crisis which renders participation unreasonable. This crisis must
prevent the TA applicant from complying with CAP for the entire 30 days. Examples
include:

e The applicant’s home is destroyed by fire resulting in temporary living arrangements.
e The applicant, applicant’s child or other family member is seriously injured.
e The applicant is a crime victim.

3. Breakdown in transportation arrangements with no readily accessible alternate means of
transportation that prevents the TA applicant from complying with CAP for the entire
30 days. Criteria for this reason include but are not limited to:

e The applicant has no mode of transportation to the CAP service provider location
and cannot meet the case manager at another location; and

e The case manager is unable to meet at the applicant’s home due to safety or other
reasons; or
o The applicant does not want the case manager to come to the home (because of
a domestic violence situation, etc).

e The applicant has limited transportation that will not allow for a 1 hour meeting at
any location and:

o The case manager is unable to meet at the applicant’s home due to safety or
other reasons; or

o The applicant does not want the case manager to come to the home (because of
a domestic violence situation, etc).

4. Breakdown in child care arrangements, or availability of child care for special needs of
the child which prevents the TA applicant from complying with CAP for the entire 30
days. Explore this “good cause” reason with the TA applicant to determine if child care
is required in order to comply with Immediate Engagement. Examples of reasons for
needing child care are:

e Applicant is caring for an ill child and cannot find child care.

e Applicant feels it is inappropriate or problematic to bring the child(ren) with
him/her and is unable to find suitable child care.

(Note: TA applicants may bring their child(ren) with them when they visit a CAP
subcontractor for the purposes of Immediate Engagement. This “good cause” reason may
apply when the TA applicant feels that it is not appropriate or reasonable to bring their
child(ren) when they receive services.)

5. Lack of identified social services necessary for participation. The circumstances
requiring social services and efforts to obtain the services must be documented in the
case record. This lack of services must prevent the TA applicant from complying with
CAP for the entire 30 days. Examples include:
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e Applicant cannot comply with CAP because of a drug and/or alcohol abuse problem
for which they have not been able to obtain counseling.

e Applicant cannot comply with CAP because of medical and/or mental health issues
for which they have not been able to receive medical attention.

e Applicant cannot comply with CAP because they do not have shelter and they have
not been able to receive the necessary help to obtain shelter.

6. DWD is not able to provide services within 30 days. Examples include:

e  More TA applicants report for service than the CAP service provider is able to
propetly manage in a timely manner.

e The CAP service provider’s computers are down and they are unable to serve TA
applicants.

e The CAP service provider sustains a natural disaster or other event that precludes
provision of services at the facility, and is therefore unable to serve TA applicants.

e The CAP service provider staff is experiencing a health epidemic or other event that
precludes provision of services, and is therefore unable to serve TA applicants.

Good Cause Process

If the TA applicant states he/she cannot comply with CAP for good cause during the
application interview with FSD, FSD will assist the TA applicant in contacting the appropriate
CAP service provider. This may be a telephone call to the CAP service provider while the
applicant is still at the FSD office.

At any time during the Immediate Engagement Process time frame, but gffer the application date,

the T'A applicant may contact either the CAP service provider or the FSD eligibility specialist to
claim “good cause.” The agency contacted will be responsible for making the good cause
determination for the applicant, and sending the appropriate alert to the other agency. Good
cause determinations made by CAP will be reviewed by Central Office CAP staff on a regular
basis.

When determining good cause:

e If the CAP case manager is available, the case manager will obtain the appropriate
information from the TA applicant and determine if he/she meets one or more of
the good cause criteria. This determination does not have to be made immediately;
however, the determination should be made as soon as possible.

e [fa CAP case manager is unavailable, a designated staff person at the CAP location
will take a message for a CAP case manager. The CAP case manager will call the
client back by close of business the following day. If it is determined that it is the
last day for compliance, a decision will be made that day.
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e If the CAP case manager or supervisor makes the determination that the TA
applicant meets the criteria for good cause, he/she manually sends an electronic alert
trigger through Toolbox 2.0 to FAMIS.

e If the CAP case manager or supervisor determines the TA applicant does not meet
the criteria for good cause, the TA applicant continues with the Immediate
Engagement process. The CAP case manager must enter specific case notes in the
case record with the reason why good cause was not granted, and information about
how the TA applicant plans to comply with Immediate Engagement.

e If the TA applicant and the CAP case manager disagree about meeting the criteria
for good cause, the TA applicant must speak with the CAP supervisor who makes
the final determination and follows the appropriate procedures.
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DWD Issuance 04-2009 Attachment 1, Section 2
CAP Immediate Engagement Guidelines Toolbox 2.0 Instructions

Enrolling a CAP client:
1. Click on the ‘Employment Plan/Enrollment’ icon,

£ Toolbox 2 (Production} - Employment Plan
ile Edit Mavigation Options LUtility MO Utility Window Help
PR 27 ) o =

| A |CAP Recipient | Mancatory 1072905 (0013145461

2. Click on the checkbox next to the appropriate referral.
3. Click on the ‘Enroll’ button.
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4. Click on the ‘Saxe’ button.

File Edit M Litility Utility ‘Window Help

WEDS/ERME BIFCKS®) « B

JUDHWILLIAMS (57 3)840-9595

Enrolimert 1

- Eligikle Enrollments

| DD Eligibility Reterral System Programs Ret Ot DCH D ITBBI‘IlTWDl
r T\ T T2 o searchma
r r N\ m m |
r r N\ |« -
- r \ | - [ = | Show Clozed

her Potertial VD Programs
Werify Dme:|:, r N\ (= i e
= \ E = Delete
< Enrall \ Agresment
- Actual Enrollments \\
Program T Outcome

Daps!

[ Show Closed

w2 = =
RN N
/|
/|
/
4 »

[ External Counselor Twwo Parent % Save 3 Cancel

5. If no counselor is assigned to this record, a window will appear with the following
question: “Do you want to be assigned as the Primary Employment Counselor for this
seeker?” prior to Step #2 above.

Counselar

Do wou want to be :
Counselar for thi

This question should be completed as follows:
e If you will be the primary counselor click ‘Yes’.
e If no counselor will be assigned, click the X at the top right to Cancel.

e If someone else will be the primary counselor, click ‘No” and select from the list of
counselors.
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Counselors

Firi
g

CHUGHTAI S
ADMIN-METP, OVEHRIDE
ALBERT, TRACY

ALLEM, CATHY

AMOS, MARYA

AMCELL, BREMDA

AMDEREON, BEVERY STEWART

RN T Y sl e W 0 B e e

Completing the Assessment:

1. Access through tha‘Assessment’ icon and complete the appropriate tabs. This is not
required to be printethduring the applicant phase since only a very small portion is
required to be completed

Assessment Date: [1222005 Last Updste Date: | | — Job Seeking Skils
- Employment History Do you have a resume‘?| |
+ Ao \Which methods worked best for you? |

Employer City =t
= [Dielete Dezcribe your typical intervigw |

| | | Do wou need help preparing far interviews? |

ok Tie:| I I Keeping Skils
Start Dates| Endl Date: morths:|
Per:| | Salary i] Hrs. Wkr Were you able to get to wark on time? | hd |

Did yau wwark most scheduled work hnurs?l - |

Dezcribe your working relationship with your co-worker sisuperyisor

41 r

Job Descrigtion:
= |

— Current Employrhent What type of jobs h liked in the past and what interested in?
Currently Wnrking::] When are you ahle to wark: = | SIBE el DA TEHS Sl 1] L= (FEEH ST TSR GIr el TES7ES S8 T

i) I e 3l [—'" Dezcribe what you liked most about your last job
Type of waork: | |

Longest Worked Empln\;er:' Wy LEﬂi' Dezcribe what you liked least about your last jok
Applied and Mt Hired: | -l {
Can't LookiAccept Jok: | b | Lhdl w=. Potential Earnings:
Quit o Fired Reason: :] l Lmi |
ﬁ Print CAP Aszessment @i Save 3 Cancel l
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Entering a Work History

1. Click on the ‘Assessment’ icon,
‘Employment’ tabxand the “green check mark”.

tior, Options  Uility MO Utility W0

WS LM £

o245 i

e
= S

home depat gladstonie Mo [
MERRXMAIDS ¥ M

D0 03
Hguffy =) ENCESs) |

was & cashier and then i worked in the office up front
[_ anzwering the phones

gl

gladstone

1101102
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Creating an Employment Plan:

1. Click on the ‘Employment Plan/Enrollment’ icon.

£s Toolbox 2 (Production} - Assessment

elp

1
*Start Date:lnam ME C'°33d:” | l |

#Ohlet:|1 0000000 IDetautt Onet | |

UMDERSTAMDING OF ERMGLISH I ORDER TO COMTIMUE EDUCATION ARD

* Goal|ya a7 THIS TIMEMS AT THIS TIN?NA AT THIS TIMEINCREASED %

® Justification: converted from SSP System /

LMI
|
Ohjective:| | Start Date: {1 22215
Service: Hawrs:
| [ [

— DelTask

=[] Service

Endl Da’[e:l Outc:ome:' /

= Add Task :

COMMENts: I o, 1) client must attend ESL cidzses for 20 hraiwk2) client will provide letter
fram ESL teacher to counselor oy SEPTEMEBER: 8, 20083)COUNSELORS MAMEIS |
TAMAMD WIOODS - PHONE 491-2330 EXT 429

Fax a71- = =

= Schedule]ﬁ Prirt Plan] + NEW*PIan] == [l Plan ] .@' Save ] 3 Cancel ]

+ Al Service] Commerﬂs] ﬁ Verification]

Training Weeks

FSD Months on TANF:

AWERSOWER &
Comm. Sery. Max:

Fed. Participation hin:

Care:
Mon-Care:

$ Paymernt | () DESE |

Remedial:

Occupatic-nal:.

Total:ljl

3. Complete the following fields:

e O*Net

e Goal

e Justification

e Service information as necessary
e Comments if applicable

4. Click on the ‘Print Plan’ button.

5. Review the plan with the client.

6. Have the client sign the plan, give him/her a copy, and place original in paper file.
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Completing CAP ‘Appropriateness’ tabs to Generate the IE alert:

1. Click on the ‘Employment Plan/Enrollment’ icon,
‘Appropriateness’ tab and ‘CAP’.

Jptions Ut
A [ ESMm 4 r

General CAP

If applicable, describe howe Age is & barrier to employment and training Occupational Goals
R, - * Short Term:
= bLIENT IS INTERESTED IM OBTAIMIMG FULL TIME =1
= PLOYMENT =
If applicable, describe how Appearance is a barrier to emplyment and training
i ~ * Long Term:
3 CLIEMT WWOULD LIKE T EMTER THE LAWY EMFORCEMENT &=
, AND BECOME & POLICE OFFICER. =
If applicakle, describe howe Attituce is & barrier to emplyment and trainin
I, Educational Goals
* Short Term:
CLIEMT IS MTERESTELD: M EMROLLING IM SCHOCL . =
Describe what the participant's strengths are Y
CLIEMT APPEARS TO BE & PEOPLE PERSON, SHE IS KIND MEART, * Long Term:
STROMG LISTEMNER, SHE LOWES T HELP OTHERS, AMDY/GIY| . CLIEPAT WOULD LIKE TO OBTAIN HER DEGREE IN LaWw =
SHF IS & FAST | FARRKFR AKIN & hdl I TILT ASKFR EMORCEMEMT =
Training Services
Completed Date: be added to plaly?d Record | 1ot 7}@ = Add | @ Save | 3 Cancel

2. Complete the ‘Occupational Goals’ and ‘Educational Goals’.
3. Click ‘Save’.
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4. Verify the ‘Compliedwith Immediate Engagement’ alert wrote to the ‘SeekegrHistories’,
‘Seeker Services’.

*
TI [

Seeker Services

Dizplay Options Counts Training Wweek:

v Service History [ Tasks [ Alert= WD Referrals: E Placements: E Remedial
v Correspondence W &ppointmerts [+ Erkolimerts Self Reterrals: E Services:| 2 Oceupational:
W iorkshop Motices  [WWSL Referrals Employer Reterrals: E Scratch Pads: E

Counzelar

Type of Service Dezcription

10/06/08 | Task CASSANDRA VWOODE
1000305 | Task FRAMISHA GOSS Seeker 4&21 QEET2 ABDULAHAD, FATIMA has a new note. Completed |
0701708 |Task REFIJ& HABIBOYIC — |Casze Rea&signed from REFLIA HABIBCYIC to CEBORAH STONALL Mot Complei|
070105 | Task DEEBCRAH STOWALL |Case Reassgned from REFLIA HABIBOYIC to DEBORAH STOWALL Mot Cnmpleil
060405 | Service REFIA HABIBOYWIC Assessmefﬂ&
0501 105 | Enrollmert REFIA HABIBOWIC  (CAP Recipienﬁ&ﬁandatory Actual
04,2308 |Llert REFIJA HABIBOWIC — |[Complied With Immediate Engagement | Complied with Immediste Engagement.
04,23/05 |Entollmernt REFIJA HABIBOVIC  |JCAP Applicant-Applicart Close Date: 04530,20058 Counselor BATCH_USER Actusl
04721708 | Alett REFIJA HABIBCOYWIC  [WVOLUMTARY WATHDRAWAL OR CASE CLOSING |VWarks Status 1= Inactive
041 6/05 |Correspondence  |REFLJA HABIBCYIC  |Post Enroll Reengagement Ilailed
031 71058 |Correspondence  |REFIJA HABIBCYIC  |Post Enroll Reengagement hlzilec
03/03/08 |Llert REFIJA HABIBCOWIC  |Motify FSD to Begin Sanction Process

% Print Lizt
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Adding Services (Activities)

1. Click on the ‘Employment Plan/Enrollment’ icon,
2. Double click on the ‘Obj

ctive’ (or F2).

Toolbox 2 (Production} - Employment Plan
File Edit Mawigation Options Uikl WO Utility

W LR

- = CHAzzezament
h=. Coates bas had 7 years experience inthe customer service field and I'-_-' I—CAP Concilistion
about sevep years experience in the production field. l_

Azzezzment ]

CAP Conciliabion ]

-/ I

I |

3. Choose the ‘Objective’ and ‘Service’.
4. Enter the ‘Start Date’ and expected ‘Hours’.

5. Enter the ‘Actual Start Date when obtained.
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Entering Case Notes:

1. Click on the ‘Notes~icon.

File Edit Mavigation Options LUtility MO Utility YWindow Help

2. Click the ‘Add’1

Seeker - KHELOOD 4

Search Criteria

Mote Category: | ~| %L] dhdld
Counselor:
l E'. Search — Delete ]
Da’[e.l -| -

1 Motes for ABDALALLAH RS-0 065) MIRZA BIJEDIC (31438

3. Select the appropriate ‘Note Category’ drop down menu item.

4. Type the appropriate information in the ‘Subject’ field and enter

e BT T ]

"1 Create Note for Seeker - KHELOOD ABDALALLAH(# - B6E)

*ote Category: ~| B
i * Date: M/ﬁ By Ll/EalmﬂEJAco i
] Subject:| / B
] * fotes: ¥ < L
1
: .
§ [
= E o

" Foallosne-up Date: B
Save Cloze -

Wﬁ -

3 ul

5. Enter ‘Follow-up Date’ if appropriate.

6. If you want a hard copy for the record click to select the ‘Print on Saves
7. Click the ‘Save’ button.
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Locating Forms through the ‘Correspondence’ icon:

1. You must be in a record.

2. Click on the ‘Correspondence’ icon.

File Edit T ation  Utility

LT R

Keyword:'

CAP Assessment (Blahk)
CAP Attendance Log
CAP MMNEP & CWEP Perticipant Agreement

CAP BMNER & CWEP Whrksite  Agreement

CAP Community Servick Participant Agreement

CAP Community Service Work Site Agreement

CAP Community Service Worksite Agreement Adendum
CAP Compensation in Lieu of Yages

CAP Domestic Yiolencelbssessment

CAP Domestic Yiolence [Eoreening

CAP Employment Yerificktion Farm

CAP Job Search Log
Complaint AndGrievance{Fillables

PF= Admin Youcher Purdhase Form.

PFS Call in and Enrollment Checklist

PFZ Caze Management Checklist

PFZ Certification and Traihing Adgreement
PFS Domestic Wiolence Aksessment Farm
PF% Domestic Yiolence S¢reening Farm
PFS Enrallment Farm

[v]

4]

—I Delete ] Preﬂaw ] @ Save 3 Cancel ] ’@ Cloze

3. Select the ‘Forms’ tab.
4. Click on the appropriate form and the “arrow”.

5. Click ‘Preview’ to print.
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Locating Forms through ‘Options’:

1. Click on the ‘Options’ menu and ‘Forms Manager’.

£ Toolbox 2 (Production} - Szeker Histories

Seeker Services 1

2. Click on the appropriate form and the “argow”.

Keywnrd:'

o, VEF Par 5 emernt
CAP MAER & OWEP Worksite Agreement
CAP Community Service Paricipant &Agreement
CAP Community Service Work Site Agreement
CAP Community Service Worksite Agreement Adendum

Attendance Log

CAP Compenzation in Lieu of Wages ﬂ
CAP Domestic Yiolence Assessment

CAP Domestic Yiolence Screening i]
CAP Employment Yerification Form

CAP Job Search Log i]
ComplairtAndGrievance-Filables

PFS Admin Youcher Purchase Form.

PFS aAdministrative Woucher Form for WRE

PFS Call in and Enrallment Checklist

PFS Cazse Management Checklist

PFS Ceification and Training Lgreement

PFS Domestic Yiolence Assessment Form

PFS Domestic Yiolence Screening Form

PFS Enralimert Form

PFS GED Billing Form -]

(4]

— Deleteview ] @ Save 3 Cancel ] '@ Cloze

3. Click ‘Preview’ to print.
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Authorizing Applicant TRE:

1. Click on the ‘Employment Plan/Enrollment’ icon, ‘Employment Plan’ tab.

t4 Toolbox 2 (Production} - Employment Plan

ion Options  Utility WO Uitility

o

PORBAIOMLY

Employment Plan

HECIKSE 4 » M

[ Show Clozed Services | Show Closed Tasks  EQ Notice:|:, Plan: of ‘
*Start Date: ||:|4mgma Clnsed:l | | |
#Oilet: 1 0000000 [Detautt onet |

Customer would like to earn a bachelor degree in early childhood
education. Customer would like to own a dayeare inthe future Customer

* Goal:

# Justification: |corverted from SSP System
LMl

Objective: Employment-Relsted Educstion | Start Date:1 21 9i08
Service: |CAP Occupationalocstional Educs] Hours:| 20

Actual Start Date:|:|

1D IKID

-—’—] CHFEmployment-Related Education
Y
l I—CAP Occupational™ ocational Education ™

1]

= Add Task
= [l Task

Endd Date:l Outcome: | — Dl Ser
Ohjective: | Start Date:[1 222105 /
erwire: | ! Him e I—

Training Yieeks

Remedial:

Occupational:

Total: ljl

AWERICWEP &

Comm. Sery. Max:|:|

Fed. Participation hin:
Core:|:|

Non-Core:lZl

$ payment | ) DEsE |

[ schedule | (i Print Plan | o New Flan = Del Pla%e |
e

2. Click on the ‘Applicant TRE’ button.

5. Click ‘OK’ on the following screen.

Sending an Alert:

1. Click the ‘Options’ and Secker Alerts.
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2. Select the appropriate alert from the drop-down menu.

SESRET SLELUE

%8 tlert Entry

AlErt] | inahle to Locate - Mo Forvyard
Caothnerits:

=il
==

| S5h:

1F| Mame:|sBDRABBOU, LAILA MUHAMMA

{:cj'? Save | ’B Cloze

-n

wment ended w/ the past vr

3. Verify the alert writes to the ‘Secker Histories’, ‘Seeker Services’.

Seeker Services I Change History Motes Payments FED Load Information Exit Snapshot
Display Options Counts Training Weeks
v Service Histary [ Tashs [ Alerts DD Referrals: | O Flacements:| Remedial 0
v Corresponcence [ appointmerts [ Enrolimerts Self Referrals:| 0 Services:| Occupstional; 0
Witorkshiop Notices W WASL Referrals Employer Referrals:| 0 ScratchPadst| o
Total: 0
| Date | Type of Zervice | Counzelor | Dezcription | Rezults

ngle parent of you zhilcd hiat Com paled

[10/07m8 | Task [LinDa wooowaRD [Address Changed by FSD Mt Compled H

Deleting Alerts from ‘Daily Referrals Query’:

An alert can be deleted up to 4:00 pm the same day it is sent by the designated CAP supervisor
(which is typically the CAP coordinator for the region).

1. Select ‘MO Utility’ and ‘Alerts Review’.

Toolbox 2 (Production} - Seeker

File Edit Mavigation Options Utility WO Uiility

PORBRLSO M D
-

<HE

2. 'This will bring up the “Daily Referrals Query” screen.
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3. Bring up the appropriate referral by the dz

e, DCN, Program or Caunselor criteria.

T To CSE 7
Encl Date:l—  ToDSS ngramf[c[%ecipiem - _Elm]
Counzelos
Ciate Alert Code Program Wiork Status Commerts:
= |02520011 [Teen Parent Mot in an Education] (1., ASLIM, BRITTARNY D2y
12122008 [Change of Address A, @ 5
1202205 |Change of Address TA, WHITTLE, TERRY JR "
“{12022108 |Change of Address TA, EAMKS, DENMIS "
12022005 [Unable to Locate - Mo Forward | ITa, REEWVES, S¥DMEY C
1202208 Unakle to Locste - Mo Forseard T8 GALLACHER, AMMETTE MARIE
12f22/08 |[Employmert Obtained - Awaiting |1, PALLEY , JEMMIFER GRACE Focus Heatthcare
1202208 |Pending Yerfication of Termins| 7.4, HALE, SARS BRITAMEY Shop N Save
|1 242208 |Unable to Locste - Mo Forward |7, BLACKLEDGE, HOLLY © Concilistion letter mailed on 120408 was re
1222008 |Motity FSD to Beain Sanction Pr| [T, FACCLEMT O, TR, b The client did not appear for the sanction fi
|1 22208 Employmert Obtained - Werifiec] 7o, TROMCIM, ROBIM LYMNM Knights Inn
|12/2208 [Termination f Empioymert ver | [T, KETTERMAM, CHRYSTAL JEAN LYHE
|1 20228 |Change of Address T4, ATTEEERRY , JOSEPH ALAN "
~[12i2218|Change of Address T, ATTEBERRY , JOSEPH ALAN e

= [Delete Alert \

1|

‘B Close

4. Select the appropriate alert.
5. Click on the ‘Delete Alert’ button.
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Deleting Alerts from ‘Seeker Histories’

An alert can be deleted up to 4:00 pm the same day it is sent by the designated CAP supervisor
(which is typically the CAP coordinator for the region).

1. Select ‘Seekey Histories’

2. Select the ‘Seekey Services’ tab.

Seeker Services I Change Histary Motes Payments FED Load Infarmation Exit Snapshot
Display Options Counts Training YWWeeks

¥ Service Histary [ Tasks [ Alerts ChvD Referrals: I_Q Placaments: I_U Remedisl; I—U

v Correspondence W &ppointments W Enraollments Self Referrals | 0 Services: | 13 Occupational; I_D

[ iniorkshop Motices W WSL Referrals Employer Referrals: I_D Seratch Pads: I_D

Tatal| O
| Date | Type of Service | Counzelor | Dezcription | Rezuts
[12i22008 Task [ROE BAKER |Seeker 459921248 BLACKLEDGE, HOLLY C haz & newy note. Mot Complef| =
[120220] Cl Uriakile to Mo o lette ]
[1241 2005 [Task [ROE BAKER SeekoM439921 240 BLACKLEDGE, HOLLY C has & new note. |Completed
[12¢1 208 [Task |SANDRA MANCILLAS | corfiistion [Completed
[12i04005 Task [ROE BAKER Isheker 483921249 BLACKLEDGE, HOLLY C has & new note. |Completed
|1 2104105 |Correspondence |SANDRA MANCILLAS/Pre Enrolment Canciliation Mailed
|11/07.08 |Correspondence |SANDRA MANCILL#S|CAP Cal-in Letter #2 Mailed
[11/04/05 |Service [PATRICIA SPENCER ok Reterral |
[11i04/08 |Service [PaTRICIA SPEYCER ok Reterral |
|1 0i2403 |Task |ROB BAKER/ |Non-primar\,f counselor added other phone in medisted |Completed
|1 052408 |Task |ROB BAK;é |Non-primary counselar updated the hathe phons in mediated |Completed
1002408 Task [ROB BAAER |Seeker 483921249 BLACKLEDGE, HOLLY C has & newe note. |completed
[10/09.08 [Correspondence |SANDFAR MANCILLAS|CAP Call-in Letter #1 sl =
= Delete Alert Z o Print List

v

3. C(lick on the alert and click ‘Delete Alert’.

DWD Issuance 04-2009 Page 23 of 23
Effective: October 26, 2009



